
1. When you open the file, start filling out the forms. You can type the date, or choose by clicking 
on the arrow. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Fill out every line, make sure to specify the name of the class, not just grade. For example: 4th 
Grade Hebrew, or 5th Grade Judaica: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. When you are done, or need to take a break, save the file on your computer. Otherwise, it will 
be lost. If you don’t see the “save” icon, you can click on “File” in the upper left corner and 
choose “save as…” option.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Then you should be able to save it on your Desktop or in “My Documents” and name the file 
appropriately, for example: “5th_Jud_MW415” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


